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1 Introduction 
 

 

AE101: Getting Started – Navigating AMIS (for CDFI Fund External Users) is a 
pre-requisite for the training manual you are currently viewing, AE103: 
CDFI/NACA Program Matching Funds Submission (for 2015 CDFI/NACA Program 
Award Recipients). 

 
2015 CDFI/NACA Program award recipients must submit matching funds information in AMIS. This 
requires the award recipient to have an AMIS account. Please refer to the AE101: Getting Started – 
Navigating AMIS (for CDFI Fund External Users) training manual on how to set up an account.  
 
The objective of this training manual is to provide 2015 CDFI/NACA Program award recipients with 
instructions on how to complete and submit the requested information on matching funds. Training on 
how to provide information on matching funds as part of a new CDFI/NACA Program Application will be 
provided at a later date. 

2 Update the CDFI/NACA Organization Profile 
If information on your organization has changed, your Organization Profile needs to be updated.  To 
update the CDFI/NACA Organization Profile: 

1. Log in to AMIS.  
2. Click the Organizations tab to be forwarded to the Organizations Home page. 

a. Your organization is listed under the Recent Organizations section; alternatively, 
b. If your organization is not listed, select All Organizations and then click the Go! button 

next to View to be forwarded to the Organizations list view. 

 

 

 

 

 

 

 

 

 

 

Figure 1. Organizations Home Page 

3. Click the Organization Name link to access an Organization Profile. 
4. From the Organization Detail page, click the Edit link to navigate to the Organization Edit page. 

(Note: If you do not see an Edit button, you may not have the permission to create and edit 
records. Please contact an administrator for your organization’s AMIS account, if you require 
these capabilities.)  
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Figure 2. Organization Detail Page 

 
5. Enter all the information on the page that has changed, e.g., address information, phone 

number, website.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 3. Organization Edit Page 

 
6. Click the Save button to save your work and return to the Organization Detail page. 
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2.1 Add/Update the Organization’s Matching Funds Information 

For 2015 CDFI/NACA Program award recipients, the matching funds section of the Program Profile 
allows you to submit your matching funds information to the CDFI Fund. To add information on 
matching funds: 
 

1. From the Organization Detail page, click the Program Profiles link to navigate to the Program 
Profiles related list. 

 
 
 
 
 
 
 
 
 
 
 
 

2. From the Program Profile Detail page, click the Matching Funds link to navigate to the Matching 
Funds related list. 

 
 

 
 

Figure 4. Organization Detail Page 

 
2. From the Program Profiles related list, click the Program Profile Name link for the CDFI/NACA 

Record Type to be forwarded to the Program Profile Detail page. 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 5. Program Profiles Related List 
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3. From the Program Profile Detail page, click the Matching Funds link to navigate to the Matching 
Funds related list. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 6. Program Profile Detail Page 

 
4. From the Matching Funds related list, click the New Matching Funds button. 

 
 
 
 
 
 
 
 
 

Figure 7. Matching Funds Related List 

 
5. You will be forwarded to the Select Matching Funds Record Type page, where you can select the 

type of matching funds to be added. The match information to be completed will change based 
on the type of match selected:  
 

 

NOTE: There are three types of matching funds: 
1. Loan – Use this type to record match types of Loans. 
2. Other Fund Type – Use this type to record match types of Grants, In-

Kind Contributions, Equity Investments, Secondary Capital, or 
Shares/Deposits. 

3. Retained Earnings – Use this type to record matches related to Retained 
Earnings. 
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2.1.1 Complete Matching Funds Information for Loans 

To complete matching funds information for loans: 
 

1. Select Loan from the Record Type of New Record drop-down menu and then click the Continue 
button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 8. Select Matching Funds Record Type Page – Loan Type 

 
2. You will be forwarded to the Matching Funds Edit page.  
3. Complete the information on the page (fields highlighted in red are required):  

a. Enter the Name of the Provider. 
b. Select Loan from the Type drop-down menu. 
c. Specify if the loan term is three or more years.  

 

 
NOTE: Loans less than three years are not eligible as matching funds.  

 
d. Enter comments in the Comments text field, as necessary. 
e. Enter the matching funds amount next to the Amount $ field. 
f. Select an activity from the Eligible FA Activity drop-down menu. 

 
 
 
 
 
 
 
 
 
 

Select Loan and then 
click the Continue 

button. 
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Figure 9. Matching Funds Edit Page – Loan Type 

  
4. Click the Save button to be forwarded to the Matching Funds Detail page. (Clicking the Save & 

New button saves the record and re-displays another blank form to create a new record. Use 
this button when you want to create multiple matching funds quickly.) 

 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 10. Matching Funds Detail Page – Loan Type 

 
5. From the Matching Funds Detail page, click the Attach File button under the Notes & 

Attachments related list to add matching funds documentation such as Promissory Notes and 
Loan Agreements. You will be forwarded to the Attach File to Matching Funds page. 

 

Complete the information on 
the page and then click the 

Save button. 

Click the Attach File button 
to attach documents such as 

Promissory Notes/Loan 
Agreements. 

Click the New Receipt 
Summary button to 
record loan receipts. 
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Figure 11. Attach File to Matching Funds Page – Loan Type 

 
6. Follow the instructions on the page to attach a file: 

a. Click the Browse button and select a file. 
b. Click the Attach File button. 
c. Click the Done button. 
d. The attached file will be displayed under the Notes & Attachments related list. 

7. From the Matching Funds Detail page, click the New Note button under the Notes & 
Attachments related list to add a note about the matching funds source and/or the attached 
documentation, if necessary. 

8. Scroll down to the Receipt Summaries related list and click the New Receipt Summary button. 
 
 
 
 
 
 

Figure 12. Receipt Summaries Related List 

 
9. You will be forwarded to the Select Receipt Summary Record Type page.  

 

 

NOTE: Receipt summary records are used to record and validate matching fund 
records claimed. You can enter more than one receipt summary for each 
matching fund source to demonstrate that funds are in-hand or committed and 
to indicate the amount of retained earnings that are available. Please note that 
the sum of all receipt summaries entered cannot exceed the amount entered in 
the Amount $ field in the Matching Funds Detail section.  
 
There are three receipt summary options to select from: 

1. Committed – Use this option to record committed receipts not yet in-
hand. 

2. In-Hand – Use this option to record in-hand receipts. 
3. Retained Earnings – Use this option to record the amount of available 

retained earnings.  
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10. Select a receipt summary option from the Record Type of New Record drop-down menu and 
then click the Continue button. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 13. Select Receipt Summary Record Type Page 
 

11. You will be forwarded to the Receipt Summary Edit page. 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 14. Receipt Summary Edit Page – Loan Type 

 
12. Complete the information on the page: 

a. Enter the check or wire transfer amount in the Amount $ field. (If the check/wire 
transfer amount entered is more than the amount entered in the Amount $ field in the 
Matching Funds Detail section, you will receive an error message.) 

 
 
 
 
 
 
 

Figure 15. Receipt Summary Edit Page – Error Message 

 
b. Enter the check/wire transfer number in the Check/Wire Transfer# field.  
c. Enter the check date/wire transfer date in the Date of Receipt field. 

 

Select an option and 
then click the Continue 

button. 

Complete the information 
on the page and then click 

the Save button. 
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13. Click the Save button to be forwarded to the Receipt Summary Detail page. (Use the Save & 
New button only if you want to enter another receipt summary for the same matching funds 
source quickly.) 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 

Figure 16. Receipt Summary Detail Page – Loan Type 

 
14. Click the Attach File button under the Notes & Attachments related list to attach documents 

related to loan receipts, such as copies of checks, wire transfers, bank statements, etc. You will 
be forwarded to the Attach File to Receipt Summary page.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 17. Attach File to Receipt Summary Page – Loan Type 

 
15. Follow the instructions on the page to attach a file: 

a. Click the Browse button and select a file. 
b. Click the Attach File button. 
c. Click the Done button. 
d. The attached file will be displayed under the Notes & Attachments related list. 
e. Repeat Steps 14-15 to attach all your receipts. 

16. From the Receipt Summary Detail page, click the link next to the Matching Fund field to return 
to the Matching Funds Detail page. 

Click this link to return to the 
Matching Funds Detail page. 

Click the Attach File button to 
attach documents related to 

receipts such as check deposits. 
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Figure 18. Receipt Summary Detail Page – Loan Type 

 

17. The Matching Funds Detail page is displayed with the receipt summaries that you added. Click 
the Program Profile link to return to the Program Profile Detail page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 19. Matching Funds Detail Page – Loan Type 

 
18. The Program Profile Detail page is displayed with the matching funds that you have added. Scroll 

down to the Matching Funds related list. 
 
 
 
 
 
 
 
 
 

Click this link to return to the 
Matching Funds Detail page. 

The receipt summaries that you 
added are displayed here. 

Click the Program Profile link 
to return to the Program 

Profile Detail page. 
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Figure 20. Program Profile Detail Page – Matching Funds Related List 

2.1.2 Complete Matching Funds Information for Other Fund Types 

To complete information on Grants, In-Kind Contributions, Equity Investments, Secondary Capital, or 
Shares/Deposits of any amount, you will use the Other Fund Type as the matching funds record type. To 
complete information on Grants, In-Kind Contributions, Equity Investments, Secondary Capital, or 
Shares/Deposits: 
  

1. Ensure you are on the CDFI/NACA Program Profile Detail page. If you are not, follow Steps 1-5 in 
Section 2. 

2. Scroll down to the Matching Funds related list on the Program Profile Detail page and then click 
the New Matching Funds button. 

 
 
 
 
 
 
 

Figure 21. Matching Funds Related List 

 
3. You will be forwarded to the Select Matching Funds Record Type page. Select Other Fund Type 

from the Record Type of New Record drop-down menu and then click the Continue button. 
 
 
 
 

Matching funds that you have added are 
displayed in this related list. 
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Figure 22. Select Matching Funds Record Type Page – Other Fund Type 

 
4. You will be forwarded to the Matching Funds Edit page.  
5. Complete the information on the page:  

a. Enter the Name of the Provider. This is a required field. 
b. Select a type of matching funds from the Type drop-down menu. This is a required field. 
c. Enter comments in the Comments text field, as necessary. 
d. Enter the matching funds amount next to the Amount $ field. This is a required field. 

i. For Grants and In-Kind Contributions under $50,000, enter the total amount for 
all of the under $50,000 sources combined in the Amount $ field and then 
complete and attach the spreadsheet “Matching Funds Under 50K” by clicking 
on the custom link found on the Matching Funds Detail page shown below. 

ii. Attach the file using the Attach File function, i.e., if you have two Grants at $20K 
each, enter $40K in the Amount $ field and complete the fields in the 
spreadsheet attachment for each $20K source.   

e. Select an activity from the Eligible FA Activity drop-down menu. 
 
 
 
 
 
 
 
 
 

 
 
 
 

Figure 23. Matching Funds Edit Page – Other Fund Type 

Select Other Fund Type 
and then click the 
Continue button. 

Complete the information 
on the page and then click 

the Save button. 
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6. Click the Save button to be forwarded to the Matching Funds Detail page. (Clicking the Save & 

New button saves the record and re-displays another blank form to create a new record. Use 
this button when you want to create multiple matching funds quickly.) 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 

Figure 24. Matching Funds Detail Page – Other Fund Type 

 
7. From the Matching Funds Detail page, click the Matching Funds Under 50K link to download a 

Matching Funds Under $50K Template and click Enable Editing to enter the details of matching 
funds under $50K. 

 

 
Figure 25. Custom Link - Matching Funds Under $50K Template 

 

Click the Attach File button 
to attach matching funds 

related documents such as 
Grant Agreements. 

Click the New Receipt 
Summary button to add 

check receipts. 

Click the Matching Funds Under 50K link 
to add details of all funds under $50K. 
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8. From the Matching Funds Detail page, click the Attach File button under the Notes & 

Attachments related list to add the required documentation for the particular type of matching 
funds being submitted. You will be forwarded to the Attach File to Matching Funds page. 

 

 
Figure 26. Attach File to Matching Funds Page – Other Fund Type 

 
9. Follow the instructions on the page to attach a file: 

a. Click the Browse button and select a file. 
b. Click the Attach File button. 
c. Click the Done button. 
d. The attached file will be displayed under the Notes & Attachments related list. 

 

NOTE: It is possible for organizations to have a number of other fund types: 
Grants, In-Kind Contributions, Equity Investments, Secondary Capital, or 
Shares/Deposits. Only Grants and In-Kind Contributions under $50K can be 
rolled up as one source. For everything else, a new record must be created for 
each source. 

 

10. Scroll down to the Receipt Summaries related list and click the New Receipt Summary button. 
 
 
 
 
 

Figure 27. Receipt Summaries Related List 

 
11. You will be forwarded to the Select Receipt Summary Record Type page. 
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NOTE: There are three receipt summary options to select from: 
1. Committed – Use this option to record committed receipts not yet in-

hand. 
2. In-Hand – Use this option to record in-hand receipts for all matches of 

Grants, In-Kind Contributions, Equity Investments, Secondary Capital, or 
Shares/Deposits. 

3. Retained Earnings – Use this option to record the amount of available 
retained earnings. 

 
12. Select a receipt summary option from the Record Type of New Record drop-down menu and 

then click the Continue button. 
 

 
 
 
 
 
 
 
 
 
 

 
 

Figure 28. Select Receipt Summary Record Type Page 

 
13. You will be forwarded to the Receipt Summary Edit page.  
14. Complete the information on the page: 

a. Enter the check/wire amount in the Amount $ field. 
b. Enter the check/wire transfer number in the Check/Wire Transfer# field.  
c. Enter the check date/wire transfer date in the Date of Receipt field. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 29. Receipt Summary Edit Page – Other Fund Type 

 
 

Select an option and then 
click the Continue button. 

Complete the information 
on the page and then clicks 

the Save button. 
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NOTE: For Grants and In-Kind Contributions under $50K, enter the total amount 
of all funds under $50K in the Amount $ field.  

 Use the custom link Matching Funds Under 50K, found on the Matching 
Funds Detail page, to list the details of these various receipts under 
$50K and save the file.  

 Attach this file to the Receipt Summary Detail page as proof of 
matching funds. 

 
15. Click the Save button to be forwarded to the Receipt Summary Detail page. (Use the Save & 

New button only if you want to enter another receipt summary quickly.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 30. Receipt Summary Detail Page – Other Fund Type 

 
16. Click the Attach File button under the Notes & Attachments related list to attach documents 

related to matching funds receipts. You will be forwarded to the Attach File to Receipt Summary 
page. 

 

 
Figure 31. Attach File to Receipt Summary Page – Other Fund Type 

Click the Attach File button to attach 
receipt documentation such as 
checks, wire transfers, or the 

Matching Funds Under 50K Template. 
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17. Follow the instructions on the page to attach a file: 
a. Click the Browse button and select a file. 
b. Click the Attach File button. 
c. Click the Done button. 
d. The attached file will be displayed under the Notes & Attachments related list. 
e. Repeat Steps 16-17 to attach all your receipts. 

18. From the Receipt Summary Detail page, click the link next to the Matching Fund field to return 
to the Matching Funds Detail page.  

 

 

 

 

 

 

 

 

 

 

 

Figure 32. Receipt Summary Detail Page – Other Fund Type   

 
19. The Matching Funds Detail page is displayed with the receipt summaries that you added. Click 

the Program Profile link to return to the Program Profile Detail page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 33. Matching Funds Detail Page – Other Fund Type 

 

Click the Program Profile link 
to return to the Program 

Profile Detail page. 

The receipt summaries that you 
have added are displayed here. 

Click this link to return to the 
Matching Funds Detail page. 
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20. The Program Profile Detail page is displayed with the matching funds that you have added. Scroll 
down to the Matching Funds related list. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 34. Program Profile Detail Page – Matching Funds Related List 

2.1.3 Complete Matching Funds Information for Retained Earnings 

To complete information on matching funds for retained earnings: 
  

1. Ensure you are on the CDFI/NACA Program Profile Detail page. If you are not, follow Steps 1-5 in 
Section 2. 

2. Scroll down to the Matching Funds related list on the Program Profile Detail page and then click 
the New Matching Funds button.  

 
 
 
 
 
 

Figure 35. Matching Funds Related List 

 
3. You will be forwarded to the Select Matching Funds Record Type page. Select Retained Earnings 

from the Record Type of New Record drop-down menu and then click the Continue button. 
 
 
 
 
 

Matching funds that you have added are 
displayed in this related list on the Program 

Profile Detail page. 
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Figure 36. Select Matching Funds Record Type Page – Retained Earnings 

 
4. You will be forwarded to the Matching Funds Edit page.  
5. Complete the information on the page:  

a. Select Retained Earnings from the Type drop-down menu. This is a required field. 
b. Enter the total amount of retained earnings available in the Amount $ field. This is a 

required field. 
c. Enter comments in the Comments text field, as necessary. 
d. Select an activity from the Eligible FA Activity drop-down menu. This is a required field. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Figure 37. Matching Funds Edit Page – Retained Earnings 

  

Select Retained Earnings 
and then click the 
Continue button. 

Complete the information 
on the page and then click 

the Save button. 
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6. Click the Save button to be forwarded to the Matching Funds Detail page. (Clicking the Save & 
New button saves the record and re-displays another blank form to create a new record. Use 
this button when you want to create multiple matching funds quickly.) 

 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
Figure 38. Matching Funds Detail Page – Retained Earnings 

 
7. Click the Retained Earnings Calculator link to download a Retained Earnings Template with 

formulas that you will use to calculate the retained earnings. 
 

 
Figure 39. Retained Earnings Template – Excel Workbook 

 
8. From the Matching Funds Detail page, click the Attach File button under the Notes & 

Attachments related list to add retained earnings documentation which may include audited 
financial statements. You will be forwarded to the Attach File to Matching Funds page. 

 

Click the New Receipt Summary 
button to add loan receipts. 

Click the Attach File button to 
attach matching funds related 

documents. 

Click the Retained Earnings 
Calculator link to calculate 

retained earnings. 
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Figure 40. Attach File to Matching Funds Page – Retained Earnings 

 
9. Follow the instructions on the page to attach a file: 

a. Click the Browse button and select a file. 
b. Click the Attach File button. 
c. Click the Done button. 
d. The attached file will be displayed under the Notes & Attachments related list. 

10. Scroll down to the Receipt Summaries related list and click the New Receipt Summary button. 
 
 
 
 
 
 

Figure 41. Receipt Summaries Related List 

 
11. You will be forwarded to the Select Receipt Summary Record Type page.  

 

 

NOTE: There are three receipt summary options to select from: 
1. Committed – Use this option to record committed receipts not yet in-

hand. 
2. In-Hand – Use this option to record in-hand receipts for all matches of 

Grants, In-Kind Contributions, Equity Investments, Secondary Capital, or 
Shares/Deposits. 

3. Retained Earnings – Use this option to record the amount of available 
retained earnings. 

 
12. Select Retained Earnings from the Record Type of New Record drop-down menu and then click 

the Continue button. 
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Figure 42. Select Receipt Summary Record Type Page 

 
13. You will be forwarded to the Receipt Summary Edit page. 
14. Complete the information on the page: enter the amount of available retained earnings in the 

Amount $ field. 
 
 
 
 
 
 
 
 
 
 
 

Figure 43. Receipt Summary Edit Page – Retained Earnings 

 
15. Click the Save button to be forwarded to the Receipt Summary Detail page. (Use the Save & 

New button only if you want to enter another receipt summary quickly.)   
 

 

NOTE: If there are retained earnings available for more than one fiscal year that 
falls within the matching funds window, enter separate Receipt Summary 
records for each fiscal year. For example, a recipient that needs to provide 
$600,000 in additional matching funds has the following Retained Earnings 
Calculator results:  
FY 2012 - $150,000 
FY 2013 - $250,000  
FY 2014 - $350,000 
The recipient would enter two separate Receipt Summary records including a 
record for $250,000 for the retained earnings available from FY 2013 and 
another record for $350,000 for the retained earnings available from FY 2014. 
(FY 2012 is not within the matching funds window for the FY 2015 funding 
round). 

 
 
 
 

Complete the information on 
the page and then click the 

Save button. 

Select Retained 
Earnings and then click 
the Continue button. 
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Figure 44. Receipt Summary Detail Page – Retained Earnings 

 
16. Click the Attach File button under the Notes & Attachments related list to attach the completed 

Retained Earnings Calculator spreadsheet. You will be forwarded to the Attach File to Receipt 
Summary page. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 

Figure 45. Attach File to Receipt Summary Page – Retained Earnings 

 
17. Follow the instructions on the page to attach a file: 

a. Click the Browse button and select a file. 
b. Click the Attach File button. 
c. Click the Done button. 
d. The attached file will be displayed under the Notes & Attachments related list. 
e. Repeat Steps 16-17 to attach all your receipts. 

18. From the Receipt Summary Detail page, click the link next to the Matching Fund field to return 
to the Matching Funds Detail page. 
 

 

Click this link to return to the 
Matching Funds Detail page. 

Click the Attach File button 
to attach documents 
related to retained 

earnings. 



AMIS Training Manual – AE103 
October 2015 

 

27 of 28 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 46. Receipt Summary Detail Page – Retained Earnings 

 
19. The Matching Funds Detail page is displayed with the receipt summaries that you added. Click 

the Program Profile link to return to the Program Profile Detail page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 47. Matching Funds Detail Page – Retained Earnings 

 
20. The Program Profile Detail page is displayed with the matching funds that you have added. Scroll 

down to the Matching Funds related list.  
 
 
 
 
 
 
 
 

Click this link to return to the 
Matching Funds Detail page. 

Click the Program Profile link to return to 
the Program Profile Detail page. 

The receipt summaries that you added and 
attachments are displayed here. 
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Figure 48. Program Profile Detail Page – Matching Funds Related List 

 
21. If you can see your matching funds in the Matching Funds related list, this is confirmation that 

your matching funds information has been submitted to the CDFI Fund for review. You will be 
contacted if the information submitted is not complete or if any other questions arise. 

 

Matching funds that you have added are 
displayed in this related list. 


